
ORDER DEPARTMENT OF TRANSPORTATION 
FEDERAL AVIATION ADMINISTRATION 2000.1A 

4 / 3 / 6 9  

SUBJ : MONTHLY WORKLOAD RERIRT (RIS : GC 2000-1) 

1. PURPOSE. This o rde r  s e t s  f o r t h  i n s t r u c t i o n s  and gu ide l ines  f o r  
p repar ing ,  and procedures f o r  submit t ing,  t h e  Monthly Workload Report 
of t h e  Of f i ce  of t h e  General Counsel. 

2. CANCELLATIONS. This order  cancels  2000.1 dated November 29, 1967, 
"Monthly Workload Report". 

3 .  GENERAL. The Monthly Workload Report FAA Form 2000-1 i s  intended 
t o  s e rve  a s  a  means f o r  measuring, q u a n t i t a t i v e l y ,  t h e  work of t h e  
o f f i c e .  The s t a t i s t i c s  presented by t h e  r epo r t  w i l l  s e rve  a s  t h e  
b a s i s  f o r  management dec i s ions  w i th in  t h e  o f f i c e ,  a s  "back-up" m a t e r i a l  
f o r  budgetary p re sen t a t i ons ,  f o r  s t a f f i n g  guide formula t ion ,  and f o r  
o t h e r  r epo r t i ng  requirements.  Accordingly, it i s  e s s e n t i a l  t h a t  
s u b s i d i a r y  records be maintained t o  t h e  ex t en t  necessary t o  permit an 
a c c u r a t e  summation a t  t h e  end of t h e  monthly r epo r t  per iod.  The form 
of such subs id i a ry  records w i l l  be l e f t  t o  t h e  d i s c r e t i o n  of each 
r epo r t i ng  u n i t .  

4. REPORTING PROCEDURE. The Monthly Workload Report s h a l l  be  prepared 
fol lowing t h e  c l o s e  of each month and s h a l l  cover a c t i v i t i e s  occurr ing 
dur ing  t h e  c lo s ing  month. The r epo r t  s h a l l  be prepared by each 
Div is ion  of t h e  Of f i ce  of t h e  General Counsel (Washington), each 
Regional ~ o u n s e l ' s  Of f i ce ,  t h e  Procurement Counsel, AC-7.1, t h e  
General Attorney, AC-7.2, and NAFEC Counsel, NA-7. The o r i g i n a l  copy 
of t h e  r e p o r t  s h a l l  be forwarded t o  t h e  Of f i ce  of t h e  General Counsel, 
GC-1, by t h e  7 t h  working day fol lowing t h e  c l o s e  of t h e  month. 

I n  a d d i t i o n ,  a  consol ida ted  r epo r t  s h a l l  be prepared a t  t h e  c l o s e  of 
each month (except a t  t h e  c l o s e  of t h e  month of J u l y ) ,  on t h e  Monthly 
Workload Report Form. This  consol ida ted  r epo r t  s h a l l  con ta in  t h e  
t o t a l  accumulative f i g u r e s  a s  previously repor ted  f o r  t h e  t hen  cu r r en t  
f i s c a l  year .  The o r i g i n a l  of t h i s  consol ida ted  r e p o r t  s h a l l  be 
forwarded t o  t h e  Of f i ce  of t h e  General Counsel w i th  t h e  Monthly 
Workload Report. 
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5. PROCEDURES FOR COMPLETING FAA FORM 2000-1. 

1. Enforcement Summary 

Sect ion A. Cases Processed. 

This s ec t ion  i s  intended t o  show t h e  t o t a l  f i n a l  a c t i o n s  
taken during t h e  month r ega rd l e s s  of t h e  time when a c t i o n  + 

was i n i t i a t e d .  I n d i c a t e  i n  Item 1 t h e  number of General 
Aviat ion and A i r  Ca r r i e r  enforcement cases  s t i l l  on hand 
(pending) a t  t h e  beginning of t h e  month and i n  Item 2 the  
number received during t h e  month. Then p lace  t h e  sum 
t o t a l  of each of those two i n  "Total" blank spaces.  I n  
Item 4 i n d i c a t e  t o t a l  F ina l  Actions taken during t h e  month 
and i n d i c a t e  t h e  t o t a l  component p a r t s  of F i n a l  Actions 
taken a s  fol lows:  

Item A. F i l ed  - no a c t i o n  (wr i t ing  of t h e  c lo s ing  
memorandum). 

1tem B. C i v i l  Pena l t i e s  - ( a f t e r  r e c e i p t  of a l l  t h e  
money due o r  r e t u r n  of case  by U. S.  Attorney 
and determinat ion t h a t  f u r t h e r  admin i s t r a t i ve  
c o l l e c t i o n  e f f o r t s  w i l l  be f r u i t l e s s ) .  

I tem C. C e r t i f i c a t e  Actions - ( a f t e r  issuance of order  
and v i o l a t o r ' s  t ime t o  appeal  t o  t h e  National  
Transportat ion Safe ty  Board (NTSB) has expired,  
o r  upon f i n a l  d i s p o s i t i o n  by NTSB). 

I t e m  D. Other - ( inc lude  a l l  r e f e r r a l s  t o  o the r  regions, 
t r a n s f e r s  t o  m i l i t a r y  o r  o the r  Government 
agencies ,  any medical appeals  t o  NTSB handled 
by t h e  reg ion) .  

I n  i t e m  5 ( i n d i c a t e  t h e  number of cases  on 
hand (pending) a t  t he  end of t h e  repor t ing  
month). 

. Sect ion B. I n i t i a l  Actions Taken During t h e  Month. 

This s e c t i o n  i s  intended t o  show i n i t i a l  a c t i o n s  taken 
during t h e  month a s  d is t inguished  from F i n a l  Actions 
repor ted  under "Cases Processed." 
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Sect ion 

I t e m  1. C i v i l  Penal ty L e t t e r s  - ( i ssuance  of t h e  
i n i t i a l  c i v i l  pena l ty  l e t t e r ) .  

I t e m  2. C e r t i f i c a t e  Actions - 
A. NPCA - ( i ssuance  of t h e  Notice of Proposed 

C e r t i f i c a t e  Action).  

B. Emergency Orders. 

S t a tus  of Pending Enforcement Actions. 

This s e c t i o n  i s  intended t o  i n d i c a t e  t h e  number of ac t ions  
which have been i n i t i a t e d  but  which a r e  not  y e t  f i n a l  and 
those  r epo r t s  received by t h e  Regional Counsel on which 
no i n i t i a l  a c t i o n  i s  taken.  

Item 1. VR's received,  no i n i t i a l  a c t i o n  - ( r epo r t  
r e f e r r ed  t o  t h e  Counsel by F l i g h t  Standards 
Divis ion but  no i n i t i a l  a c t i o n  taken) .  

Item 2. C e r t i f i c a t e  Actions - 
A. FAA: 

(1)  Notice of Proposed C e r t i f i c a t e  Action 
issued but  order  not f i n a l .  

(2)  FAA appeal  await ing Decision and Order. 
(Hearing held but FAA examiner has not y e t  
issued Decision and Order). 

(3)  FAA order  issued before  o r  a f t e r  FAA 
hearing,  await ing appeal  t ime exp i r a t ion .  

B. NTSB: 

(1)  Awaiting NTSB hear ing  on appea l .  

(2) NTSB hearing held - (await ing I n i t i a l  
Decision).  

(3) Awaiting NTSB f i n a l  order .  

C. U. S. Court of Appeals (appeals  from NTSB 
dec is ions) .  

I t e m  3 .  Civi l  Pena l t i e s  - 
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A. Awaiting compromise - ( l e t t e r  of C i v i l  
Pena l ty  forwarded but  no compromise 
submitted).  

B. CPts pending wi th  U. S. Attorneys - (cases  
forwarded t o  U. S. Attorneys f o r  d i spos i -  
t i o n  of c i v i l  p e n a l t i e s  and not  ye t  
s e t t l e d  o r  proceeded t o  judgment). 

Sec t ion  D. Amount of C i v i l  P e n a l t i e s  Col lected.  

I n d i c a t e  t o t a l  d o l l a r s  co l l ec t ed  i n  c i v i l  p e n a l t i e s  and 
then  show breakdown between: 1. FAA Counsel c o l l e c t i o n s  
on compromises; 2. By U. S. Attorneys.  

11, ENFORCEMENT HEARINGS SUMMARY 

The enforcement hear ings summary s h a l l  i n d i c a t e  t h e  number 
of formal FAA and NTSB hearings requested,  held and pending 
during t h e  month, not  t h e  man-hours consumed. "Conferences" 
o r  "informal hearings" a r e  not  t o  be included. The man- 
hours consumed on a l l  types  of enforcement hear ings ,  
"formal" o r  "informal" w i l l  be shown i n  Subpart B y  7 (b) 
of P a r t  111. 

111. ATTORNEY TIME AND WORKLOAD SUMMARY 

Reporting Man-Hours 

The t o t a l  of "a t to rney  man-hours ava i l ab l e "  i s  composed 
of two f i g u r e s ,  r e g u l a r  t ime and overtime. Regular t i m e ,  
f o r  t h e  purpose of t h i s  r e p o r t ,  i s  t o  be computed by 
sub t r ac t i ng  s i c k  leave  and annual  l eave  from t h e  t o t a l  of 
t h e  r egu la r  work hours a v a i l a b l e  during t h e  r epo r t i ng  
period. Overtime r ep re sen t s  hours worked i n  excess  of 
e i g h t  hours per day. Actual t i m e  spent  i n  t r a n s i t  should 
be included a s  overtime i f  it  occurs  during non-working 
hours. However, t o  avoid count ing weekends away from 
home a s  overtime, only t h e  t ime i n  t r a n s i t  s h a l l  be  counted 
un le s s ,  of course,  o f f i c i a l  business  i s  conducted over  t h e  
weekend. The d i s t r i b u t i o n  of t h e  t o t a l  man-hours a v a i l a b l e  
by func t ion  s h a l l  be made i n  u n i t s  of one hour. I f  
subs id i a ry  records of t i m e  per  func t ion  a r e  maintained by 
f r a c t i o n s  of hours,  c a r e  should be taken i n  "rounding" t o  
a s s u r e  t h a t  t h e  t o t a l  i s  not exceeded. 

Also i n d i c a t e  t h e  number of a t t o r n e y  pos i t i ons  au thor ized  
and t h e  number a c t u a l l y  f i l l e d .  A p o s i t i o n  i s  considered 
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f i l l e d  a f t e r  t h e  a t t o rney  rece ives  h i s  appointment regard- 
l e s s  of h i s  subsequent leave s t a t u s  during any p a r t i c u l a r  
month. 

For t h e  va r ious  broad ca t egor i e s  of func t ions ,  subdivided 
i n t o  t h e i r  components p a r t s ,  i n d i c a t e  under t h e  "man-hours" 
column t h e  t o t a l  number of "man-hours" spent  during t h e  
month on t h e  p a r t i c u l a r  func t ion .  Also i n d i c a t e  t h e  number 
of cases  o r  mat te rs  involved under t h e  "number" columns. 

"General Legal Services" includes a c t i v i t i e s ,  
r e f e r r e d  t o  a s  "house counsel funct ions" including 
admin i s t r a t i ve  l e g a l  opinions involving subjec t  
mat te rs  which cannot r e a d i l y  be c l a s s i f i e d  under 
any of t h e  s p e c i f i c a l l y  named ca t egor i e s ;  f ede ra l  
and s t a t e  problems; inter-agency agreements, o ther  
t han  reimbursable agreements; r e g i s t r a t i o n  and 
recorda t ion  problems; d i r e c t i v e  c learances ;  land 
ma t t e r s ,  such a s  condemnation, but  excluding a l l  
a i r p o r t  land ma t t e r s ;  no ise  ma t t e r s ;  s t a t e  
l e g i s l a t i o n  problems, "obs t ruc t ion  eva lua t ion  
mat te rs  and informal a i r space  hearings, ' '  and 
a v i a t i o n  war r i s k  insurance mat te rs .  

"Airports" includes a l l  work performed on FAAP 
mat te rs ;  a i r p o r t  compliance problems r equ i r ing  
l e g a l  i npu t ;  surp lus  property ( a i r p o r t )  ma t t e r s ;  
and o the r  a i r p o r t  problems. 

"Procurement" includes a l l  work performed i n  t h e  
procurement a r e a ,  including reimbursable agreements, 
wi th  o the r  government agencies ,  and any mat te r  
involving pa ten ts  and labor  problems assoc ia ted  wi th  
procurement con t r ac t s .  

"Legislat ion,  Rules and I n t e r p r e t a t i o n s "  includes 
a l l  time expended on d r a f t i n g ,  coordinat ion,  sign- 
o f f  and meetings, including Congressional hearings,  
which involve f e d e r a l  l e g i s l a t i o n  and f e d e r a l  ru l e -  
making and t h e  decent ra l ized  func t ion  of a i r -  
worthiness  d i r e c t i v e  (AD) p repara t ion .  This 
category includes t i m e  spent  on preparing i n t e r -  
p r e t a t i o n s  o r  o t h e r  opinions involving l e g i s l a t i o n  
and r u l e s  which a r e  of a  genera l  na tu re  and not 
a s soc i a t ed  wi th  a  s p e c i f i c a l l y  named category. 
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5. "Tort Claims and L i t i ga t ion"  includes a l l  t i m e  
expended on prepara t ion  of opinions,  meetings and 
s ign -o f f s ,  assoc ia ted  wi th  t o r t  c laims;  claims 
inc ident  t o  f ede ra l  s e r v i c e  under Publ ic  Law 88-558; 
t ime expended i n  t o r t  l i t i g a t i o n ,  both t h a t  involv- 
ing t h e  government a s  a  pa r ty  and l i t i g a t i o n  between 
p r i v a t e  p a r t i e s ,  when t h e  government has an  i n t e r e s t  
o r  becomes involved by reason of a  need f o r  agency 
personnel a s  wi tnesses ,  and f o r  documentary evidence 
o r  o ther  information i n  t h e  custody of t h e  agency. 
It includes l i t i g a t i o n  i n  a l l  o the r  a r e a s ,  except 
enforcement, i n  which t h e  agency i s  a  pa r ty  o r  has 
a  d i r e c t  i n t e r e s t  o r  furn ishes  testimony o r  docu- 
mentary evidence. Handling of reques ts  f o r  r e l e a s e  
of information i s  a l s o  included i n  t h i s  category. 

6 .  "Accidents" includes a l l  time assoc ia ted  wi th  an 
a i r c r a f t ,  automobile o r  o the r  acc iden t ,  including 
p a r t i c i p a t i o n  by a t to rneys  during t h e  inves t iga t ion  
phase, hearings and depos i t ions ,  p repara t ion  of 
l e g a l  opinions,  o r  such o the r  p a r t i c i p a t i o n  a s  may 
be required.  

7.  "Enforcement" includes a l l  work connected wi th  t h e  
handling of t h e  enforcement program of t h e  agency, 
inc luding  l e g a l  review of cases ;  c i v i l  pena l ty  
l e t t e r s ,  acceptance l e t t e r s  and a l l  pleadings 
involved i n  c e r t i f i c a t e  a c t i o n s ;  r ep re sen ta t ion  of 
t h e  agency a t  admin i s t r a t i ve  hearings o r  t r i a l s  i n  
d i s t r i c t  cour t  where FAA l e g a l  p a r t i c i p a t i o n  i s  
appropr i a t e ;  and a l l  l e g a l  advice rendered, opinicns 
w r i t t e n  o r  i n t e r p r e t a t i o n s  given i n  a  s p e c i f i c  
enforcement ca se . .  ( I n t e r p r e t a t i o n  i n  genera l  not  
a s soc i a t ed  wi th  a case  should be placed under 
"Legis la t ion ,  Rules and In t e rp re t a t ions" ) .  This 
category does not  inc lude  prepara t ion  of po l icy  
and procedures i n  t h e  enforcement a r e a ,  t h i s  being 
a  func t ion  under managerial  func t ions .  

8. "Personnel Matters" includes any l e g a l  s e rv i ces  
provided t o  agency o f f i c i a l s  assoc ia ted  wi th  
personnel legal mat te rs  including t h e  prepara t ion  
and review of correspondence, s ta tements ,  l e t t e r s  
of charges; r ep re sen ta t ion  of deciding o f f i c i a l s  
a t  adverse a c t i o n  hearings,  both agency and C i v i l  
Service;  such post-case a c t i v i t i e s  a s  may be 
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as soc i a t ed  wi th  t h i s  ca tegory ,  inc lud ing  l e g a l  
advice  t o  appeal  o f f i c i a l s  i n  adverse  a c t i o n  ca se s ;  
c o n f l i c t  of i n t e r e s t  mat te rs  under P a r t  199, and 
l e g a l  determinat ions under Publ ic  Law 83-737. 

9. "Managerial Functions" inc ludes  t h e  fol lowing 
func t ions  : 

"Planning-Programming-Budgeting". This involves  
t h e  d e t a i l e d  planning of work t o  be  done t h e  
fol lowing yea r ;  t h e  t r a n s l a t i o n  of t h e s e  plans 
i n t o  a proposed budget w i th  t h e  prepara t ion  of 
r e l a t e d  j u s t i f i c a t i o n s ;  t h e  re-planning o r  
programming necessary t o  t r a n s l a t e  an approved 
budget i n t o  plans and p r o j e c t  schedules .  This 
sub-category inc ludes  conferences,  guidance 
given t o  a t t o rneys ,  review of t h e i r  e f f o r t s ,  
and a l l  required coordinat ion.  It includes 
both re-programming during t h e  year  and work on 
t h e  agency f ive-year  plan.  

"Evaluation". This  sub-category c o n s i s t s  of 
r eg iona l  eva lua t ion  of l e g a l  opera t ions  by 
o f f i c e  review of work product,  e i t h e r  i n  d e t a i l  
o r  through sampling, p repara t ion  of f i nd ings  
where appropr ia te ,  including recommendations 
f o r  improvements, and a l l  r e l a t e d  t r a v e l .  

"Policy I n t e r p r e t a t i o n  and Procedure 
Development". This includes headquar te rs ,  
r eg iona l ,  and a r e a  review of h igher  headquarters  
proposed d i r e c t i v e s  and suggest ions t o  them of 
po l i cy  c.hanges; advice  t o  areas on i n t e n t  o r  
a p p l i c a t i o n  of p rescr ibed  n a t i o n a l  p o l i c i e s  and 
d i r e c t i v e s ;  p r epa ra t i on  of needed r eg iona l  o r  
a r e a  procedures,  methods, o r  work i n s t r u c t i o n s ,  
inc lud ing  those  requi red  t o  supplement n a t i o n a l  
procedures. 

"Research and S t a f f  Work". This  involves  
a t tendance  a t  s t a f f  meetings and conferences 
no t  involving o r  r e l a t e d  t o  s p e c i f i c  p r o j e c t s  
o r  cases, and s t a f f  a s s i s t a n c e  rendered e i t h e r  
i n  person, o r  by f i e l d  v i s i t s ,  te lephone consul- 
t a t i o n ,  o r  memoranda. Also included would be  
interviewing and s e l e c t i n g  personnel.  Routine 
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review of an individual case should be excluded. 
However, time spent in all general reading done 
by attorneys of material such as office bulle- 
tins, law releases, aviation magazines, 
Congressional Records, should be included in 
this sub-category. 

"Miscellaneous Headquarters Activities." This 
sub-category includes public contacts not a 
part of any identifiable program, contacts with 
other agencies, participation in training 
courses and conferences, and review of agency 
directives not related to legal functions. 

10. "Travel on Official Business" includes total time 
actually spent in traveling (but not including all - - 
time spent in travel status), even if performed 
during non-duty and weekend hours, when not actually 
engaged in working on a matter listed and accounted 
for, above. If travel time is logged after normal 
working hours, all such actual travel time should be 
listed as overtime. 

FORMS. FAA Form 2000-1, "Monthly Workload Report," FSN 0052-097-1001, 6- - 
unit of issue: Sheet, is stocked by the FAA Depot and is 
available through normal supply channels. 

A. W. Lalle 
Acting General Counsel 
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